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Presentation Request Form


	(
	10707 Pacific Street, Suite 200
Omaha, NE 68114

	(
	800-736-4327

	(        
	800-328-0522

	  (
	www.WillisFraternity.com
www.WillisSorority.com



Presentation Request Form


Please complete and return to Willis a minimum of 30 days prior to a requested speaking event. Enhanced notice of 60-120 days or more will allow us to better accommodate presentation requests. 
Please direct presentation request forms to Bobbi Larsen, Education Consultant, by means of electronic and standard mail or facsimile. 
	(
	10707 Pacific Street, Suite 200
	(
	blarsen@willis.com

	
	Omaha, NE 68114
	(
	800.736.4327 extension 4178

	(
	800.328.0522
	(
	www.WillisFraternity.com 


*Note: Completion of this form is for informational purposes only and will not serve as confirmation or agreement of a speaking presentation by either party. 
A. Contact Information

	Name:
	     
	Organization: 
	     

	Street Address: 
	     

	City: 
	     
	State: 
	     
	Zip: 
	     

	Day Phone: 
	     
	Evening Phone: 
	     

	Email: 
	     
	Website: 
	     


	Preferred means of contact: 

	 FORMCHECKBOX 
 Day phone

	 FORMCHECKBOX 
 Evening phone

	 FORMCHECKBOX 
 Email


B. Venue Information 
	Name of event:
	     

	Date: 
	     
	Location: 
	     

	Presentation Start Time:
	        FORMCHECKBOX 
 AM   FORMCHECKBOX 
 PM
	Presentation End Time: 
	        FORMCHECKBOX 
 AM   FORMCHECKBOX 
 PM

	Street Address: 
	     

	City: 
	     
	State: 
	     
	Zip: 
	     

	Phone: 
	     
	Website: 
	     


	Type of audience: 

	 FORMCHECKBOX 
 Undergraduate 

	 FORMCHECKBOX 
 Alumni 

	Other:      

	Detail of audience & event: 

	Description of audience: 
	     

	Estimated attendance:
	     

	Description of event:
	     

	Desired outcomes and purpose of presentation: 
	     


C. Presentation Materials
	Will there be something to write on? 

	 FORMCHECKBOX 
 No

	 FORMCHECKBOX 
 Whiteboard

	 FORMCHECKBOX 
 Blackboard

	 FORMCHECKBOX 
 Flipchart

	Other:      


	Will a computer be available? 

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No


	Will an LCD projector be available? 

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No


	Will a sound system be available? 

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No


	Will a projection surface be available?  

	 FORMCHECKBOX 
 No

	 FORMCHECKBOX 
 Screen

	 FORMCHECKBOX 
 Blank wall

	Other:      


	Will a support for lecture notes be available?  

	 FORMCHECKBOX 
 No

	 FORMCHECKBOX 
 Podium

	 FORMCHECKBOX 
 Table

	Other:      


	Will a microphone be available? 

	 FORMCHECKBOX 
 Yes

	 FORMCHECKBOX 
 No


	Who will be the onsite contact? 

	Name: 
	     

	Phone: 
	     

	Cell Phone:
	     

	Email: 
	     


D. Miscellaneous

	Additional comments or information:  

	     


E. Compensation Information 

Whereas Willis continues to provide numerous educational resources and services at no additional cost to clients and constituents, it is usual and customary for our agency to charge compensation and reimbursement of expenses for presentations, unless a prior agreement with the client has been made. 

Once the presentation request form has been received and reviewed, appropriate communication will be made from our agency to confirm costs and expenses associated with the presentation. 
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